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Hi storical Note: Chapter 10 of Title 3, Hawaili

Adm ni strative Rules, is based substantially upon the
Rul es and Regul ati ons Governing Travel and
Transportati on Expenses. [Eff 1/15/76; am 12/12/78; R
6/ 01/ 81]

8§3-10-1 Pur pose. The purpose of these rules is
to provide uniformapplication of the Hawaii Revi sed
Statutes and adm nistrative policies, as they relate to
travel expenses incurred by state enpl oyees and
representatives in connection with official business of
the State. [Eff 6/01/81;am and conp ]
(Auth: HRS 840-13) (Inp: HRS 840-13)



8§3-10-2 Effect of rules. These rules work in
conjunction with conptroller's regul ations, policies
and nmenorandum governing travel and transportation
expenses. [Eff 6/01/81;
am and conp ] (Auth: HRS 840-13) (I np:
HRS 840- 13)

83-10-3 Applicability. (a) Except as otherw se
provi ded by statute, these rules apply to all persons
enpl oyed by the State and to all other persons
representing the state on official business.

(b) Except as otherw se provided by statute,
these rules apply to all travel expenses regardl ess of
the source of funding, unless a non-state entity pays
for the entire cost of travel (including per diem and
all incidental costs) and makes all travel
arrangenents.

(c) \Wherever there is a conflict between these
rul es and the provisions of a collective bargaining
agreenent that is in effect, the provisions of the
col | ective bargaining agreenent take precedence;
excl uded enpl oyees under chapter 89, HRS, shall receive
the same application of such provisions as enpl oyees
included in the rel ated bargaining unit.

(d) These rul es take precedence over conflicting
travel policies, witten or unwitten, of any
departnent or agency of the state. Witten travel
policies for internal admnistration within departnents
and agenci es are encouraged, but are subordinate to
these rules. The head of each departnent is
responsi ble for conpliance with the requirenents of the
rules. [Eff 6/01/81; am and conp ]

(Auth: HRS 840-13) (Inp: HRS 840-13)

83-10-4  Approval required for out-of-state and
intrastate travel. Unless otherwi se directed by the
governor, and except as otherw se prescribed by
statute:

(1) A departnment head's witten approval is
required for out-of-state travel by any
of ficer, enployee, or other authorized
representative of the departnent or of



an agency under the departnent. The
governor's witten approval is required
for out-of-state travel by a departnent
head or the head of any other executive
agency not under a departnent.

(2) Any delegation by a departnent head of
authority to approve out-of-state travel
(where a departnent head's approval is
requi red) nust be filed with the
conptroller in witing.

(3) An anmended approval for out-of-state
travel is required whenever there is a
change in the itinerary, dates, or
pur pose of the previously approved
travel

(4) Intrastate travel nust be approved by
t he departnent head or as del egated by
t he departnent head. [Eff 6/01/81; am
and conp ] (Auth: HRS
840-13) (Inp: HRS 840-13)

83-10-5 Travel status. An enpl oyee or
representative is considered to be on travel status
only during the time when conducting official business
away fromthe enployee's or representative's regul ar
pl ace of business and while traveling to and fromthe
pl ace at which official business is transacted. Unless
ot herwi se specified and approved by the conptroller,
travel status begins with departure of common carriers
fromthe island on which the traveler's regul ar place
of business is |located and term nates upon the
traveler's return to that island. [Eff 6/01/81;
conp ] (Auth: HRS 840-13) (Inp: HRS
840- 13)

83-10-6 Routing of travel. (a) Travel route(s)
shal |l be the nbst econom cal and direct route(s)
available to the point(s) of business destination.

(b) Travel tickets shall be for conplete routes,
including all direct connections. Any charges rel ated
to travel not applicable to state business will be the
responsi bility of the enployee. This includes




stopovers, special or short-run trips, backtracking,
personal side trips or any other routing inpacting the
| onest possible fare. Any specific airline preference
that will increase the cost of the fare shall be borne
by the traveler.

(c) Any additional cost(s) resulting from changes
for personal travel shall be the responsiblity of the
traveler. [Eff 6/01/81; am and conp ]
(Auth: HRS 840-13) (Inp: HRS 840-13)

§3-10-7 Preferred tinmes of travel. Oficial
busi ness and rel ated travel shall be conducted,
whenever practicable, within the typical work week,
Monday through Friday, and within the typical work day.
The conptroller may di sall ow any unwarranted
expenditure for weekend or holiday travel. [Eff
6/ 01/ 81; am and conp ] (Auth: HRS 840-
13) (Inp: HRS 840-13)

83-10-8 Means of transportation. (a)
Departnents and agenci es authorizing travel shall, in
all cases, be sure that the neans of transportation are
justified by the circunstances.

(b) Unless otherw se justified and approved by
t he governor, travel shall be by the nost econom cal
means consistent with tinme avail able and urgency of the
trip.

(c) OQut-of-state trans-ocean travel shall not be
allowed. Travel by train, bus, or private autonobile
wll be allowed only when the traveler can justify that
travel by air is not available, feasible or,
appropri ate.

(d) Inter-island travel shall be by regularly
schedul ed transportati on whenever avail abl e, feasible,
and otherw se appropriate. |In selecting the neans of
transportation for inter-island travel, departnents and
agenci es shall consider travel time and per diemcosts
in determning the nost econom cal neans. [Eff
6/ 01/ 81; am and conp ] (Auth: HRS 840-
13) (Inp: HRS 840-13)




§3-10-9 Al l owabl e travel tine involving air
transportation. (a) Unless otherw se authorized by
conptroller, allowable travel tinme is the tinme
necessary to travel by the nost direct route to and
fromthe points specified in the approved travel plan
or request, plus the tine necessary to conduct the
required official business.

(b) Every effort shall be nmade to reserve
conplete travel schedules well in advance to avoid
del ays at transfer points.

(c) Travel time in excess of allowable trave
tinme as provided in this section may be required by the
conptroller to be charged to vacation tine or to | eave
w thout pay. [Eff 6/01/81; am and conp ]
(Auth: 840-13) (Inp: 840-13)

83-10-10 Travel allowances. (a) Funds for
travel expenses. Funds for travel expenses, including
per diem all owances and rei nbursabl e expendi tures, may
be secured by way of a cash advance, or by way of
rei nbursenent of expenditures upon conpletion of the
trip. Advances shall be limted to the cost item zed
on the approved travel plan, request, or form plus
ot her determ nabl e antici pated expenses.

(b) Per diemallowances. A per diemis a
specific allowance for each day to cover the persona
expenditures of a traveler, such as neals, | odging,
tips, laundry, and ot her necessary expenditures
incident to travel. It is not intended to include
expenditures having to do with the conduct of official
busi ness.

(1) The rate of per diemis prescribed in section
78-15, HRS. Wen accommpdati ons or | odging
is made available to the traveler w thout
charge, a departnent head shall prescribe a
| ower rate of per diem The per diem
al l omance shall be granted for time on trave
status. (See 83-10-3 (c)).

(2) Per diemallowances are as foll ows:

(A If travel requires overnight
absence fromthe traveler's regul ar

pl ace of business, a traveler shall be
al | oned per diem as prescribed by
statute. The rate shall apply uniformy




and equitably for all travelers in al
cases, except that when accommobdati ons or
| odging is made available to the traveler
wi t hout charge, a departnent head shal
prescribe a |lower rate of per diem

(B)

(O

(D
(B)

(F)
(G

(H

In conmputing the per diem

al l omance for overnight travel, the

cal endar day (m dnight to m dnight)

shall be the unit. For fractional parts

of the day included at the beginning or

end of continuous travel, one quarter of

the rate of a cal endar day shall be

al l oned for each period of six hours or

fraction thereof.

Subsi stence al |l owance for trips not

requi ring overni ght absence and for

tri ps when accomodations or lodging is

made available to the travel er w thout

charge shall be as foll ows:

Breakfast - Ei ght percent of per diem
rounded to the nearest

dol | ar.

Lunch - Twel ve percent of per diem
rounded to the nearest
dol | ar.

D nner - Twenty percent of per diem
rounded to the nearest
dol | ar.

Breakfast shall be all owed when the
travel tinme begins before 8:00 a.m
Lunch shall be allowed for departing
travel ers when the travel begins before
12: 00 noon; lunch shall be allowed for
returning travel ers when travel tine
ends after 12:30 p. m

D nner shall be allowed when the travel
time ends after 7:00 p. m

"Statenment of Intra-State Travel

Conpl eted, " issued by the Conptroller
shal |l be used to docunent per diemfor
trips not requiring overnight absence.
"Stat enment of Conpleted Travel ," issued
by the Conptroller shall be used to
docunent per diemfor trips requiring
over ni ght absence.



(3) Except as otherw se authorized by the
governor, no per diemor transportation
al l omance, as such, wll be granted when out-
of -state travel by train, bus, or private
autonobile is authorized and air
transportation is available and feasible, but
the traveler shall be reinbursed to the
extent of the total cost for air
transportation by the nost direct route,

i ncl udi ng per diem necessitated by such air
transportation, as if such air transportation
had been utilized.

(4) \When neals are furnished to the traveler in
connection wth an approved training program
or ot her program approved by a departnent
head, the departnent head nust require
adj ustnrent of per diem at the prescribed
subsi stence rates, to avoid duplicate paynent
for neals:

Br eakfast -Ei ght percent of per di emrounded
to the nearest dollar.

Lunch - Twel ve percent of per diem
rounded to the nearest dollar.
D nner -Twenty percent of per diem

rounded to the nearest dollar.

(c) Adjustnents for vacation or |eave w thout
pay. Wen vacation or |eave without pay is added at
t he beginning or end of official travel, the allowance
for transportation shall be the cost of transportation
al I owabl e under section 3-10-8 as if such allowabl e
transportation had been utilized.

(d) Oher expenses, which neet the stipulated
conditions and are supported by recei pts where receipts
are issued in the normal course of business are all owed
in addition to transportation and per diem

(1) Taxi fare to and fromtransportation

termnals for official travel shall be

al l oned only when buses or |inopusines are not
avai |l abl e or accessi bl e, when gover nnent
transportati on cannot be economcally
obt ai ned, and when private autonobiles on a
m | eage basi s cannot reasonably be used.

Taxi and private autonobiles used on m | eage
basis shall be shared by travel ers whenever



possi ble. Rental of cars shall be allowed
where it would be inpractical to obtain
necessary transportation in governnent owned
vehicles or privately owed vehicles on a

m | eage basis, and where public carriers are
not available to the point to be visited.

(2) O her mscellaneous necessary and reasonabl e
expenditures when incurred by the traveler in
connection with official business. For
exanpl e: parking fees; refueling charges;
regi stration fees; tel ephone fees;

t el ephone calls; radiogranms; secretari al
fees; baggage transfers (does not i nclude
tips for porterage); currency exchange fees
or cost of traveler's checks for out-of-state
travel to the extent that the currency or
checks do not exceed the amount of per diem
and al | owabl e expenses; fees for passports
and vi sas; cost of photograph; certificates
of birth, health, and identity; costs
of affidavits necessary; and charges for
i nocul ati on whi ch cannot be obtai ned through
state facilities. [Eff 6/01/81;, am and conp
] (Auth: HRS 840-13) (I np:
HRS 8§40- 13)

83-10-11 Taxes, fees, and comm ssions on
transportation. No separate agency fees or commi ssions
of any kind |l evied against the State will be all owed.
[Eff 6/01/81; am and conp ] (Auth: HRS
840-13) (I np. HRS 8§40-13)

83-10-12 Travel expense accounting and reporting.

(a) Travel advances:

(1) Paynents of travel advances are accounted for
as expenditures at the tine the rel ated
travel advance vouchers are paid. One copy
of any approval required under section 3-
10-4 nust support a voucher for paynent of a
travel advance.

(2) On the accounting records of the conptroller,
paynents of travel expenses are not recorded
as advance receivable; the respective



expendi ng agenci es are responsi ble for
accounting for the advances as receivable for
t he purpose of settlenent upon conpletion of
travel

(3) Any person receiving a travel advance nust
report to that person's expendi ng agency the
actual travel expenses incurred. The
"Statenment of Conpleted Travel", issued by
the Conptroller, may be used for this
pur pose, and nust be acconpani ed by any
supporting expenditure details and rel ated
receipts.

(4) Expending agencies are responsible for
obt ai ni ng and depositing any overadvanced
anounts due to the State under this
chapter.

(5) \When additional paynents are due to the
travel er for underadvanced anounts, the
voucher for the additional paynent nust be
supported by a statenent of conpleted travel
any expenditure details, and any rel ated
recei pts applicable to anmounts to be
reinbursed to the travel er

(b) Travel w thout advances:

(1) Paynments of travel expenses not involving
travel advances are accounted for as
expenditures at the time the vouchers are
paid for the actual travel allowances under
section 3-10-10. One copy of any approval
requi red under section 3-10-4 nust support
each voucher for paynent.

(2) Any person traveling on an "overnight" basis
must submt, for voucher support, a statenent
of conpleted travel. A person traveling on a
"l ess than overnight" basis nmust submt, for
voucher support, a statenent entitled
"Statenent of Intra-State Travel Conpleted”,
i ssued by the Conptroller. The statenent
must include any expenditure details and any
related receipts applicable to amounts to be
reinbursed to the traveler. [Eff 6/01/81; am
and conp ] (Auth: HRS 840-13)
(I'mp:  HRS 840-13)



83-10-13 Allowances for privately owned vehi cl es.

(a) Flat allowances. Flat nonthly allowances for the
use of private autonobiles on official business may be
secured in special circunstances by direct request to
the conptroller. The anmount of any flat nonthly
al l omance shall be adjusted proportionately in the
event the payee has not used payee's own car on
of ficial business for five or nore working days because
of vacation, sickness, or any other cause.

(b) M eage reinbursenents.

(1) Authorization for m | eage reinbursenents.

(A) Although the notorpool shall provide
vehi cl es whenever possible, departnent
heads or their authorized representative
may aut hori ze any subordinate to use
privately owned vehicles on official
busi ness on a m | eage all owance basi s
when publicly owned vehicles of the
departnment or fromthe notor pool of the
departnment of accounting and gener al
services are not avail able or are not
practical to use.

(B) Each departnent shall submt to the
nmot or pool, by March 31 and Sept enber
30 of each year, a mleage report
listing the position and the mles
travel ed during the preceding six nonths
for each enpl oyee who uses the
enpl oyee's private vehicle an average of
750 mles or nore per nonth on official
busi ness.

(2) Wen authorized as provided in section (b)(1)
above, m | eage rei nbursenent is all owed

for transportation fromplace to place as

required in the normal course of an

enpl oyee's or official's perfornmance of

assigned duties, including transportation to

and fromtermnals in conjunction with
official inter-island or out-of-state travel,
and parking fees incurred in connection with
such transportation.

(3) Transportation between the hone and the
regul ar place of business of an enpl oyee or
official is not considered official business,



and no m | eage or other reinbursenments is
al l owed for such transportation, except:

(A)

(B)

(O

| f an enployee or official, wth the
approval of the enployee's or official's
departnment head or any one of the
departnment head's authorized
representatives, finds it nore practical
to travel directly between hone and a
job site or other place of official

busi ness, rather than to go first to the
enpl oyee's or official's regular place
of business, the enpl oyee or official
may be reinbursed for mles between honme
and the job site which are in excess of
the mles normally travel ed bet ween hone
and the regul ar place of business.

Except as set forth in subparagraph
(b)(3)(C) below, no enployee or official
will be allowed mleage for traveling
directly between hone and a job site if
the mles traveled are less than the
mles normally travel ed between honme and
t he regul ar place of business.

| f an enpl oyee or official, wth the
approval of the enployee's or official's
departnment head or any one of the
departnent head's authorized
representatives, finds it nore practical
travel directly between hone and the
transportation termnal, in conjunction
with official inter-island or out-of-
state travel, the enployee or official
may be reinbursed for mles between honme
and the transportation term nal which
are in excess of the mles normally
travel ed between hone and the regul ar

pl ace of business. |In no case, however,
wll mleage rei nbursenment be allowed if
there is no such excess, except as set
forth in subparagraph (b)(3)(C bel ow

M | eage rei nbursenent is allowed to

enpl oyees or officials for use of
privately owned vehicles, when trave

bet ween honme and a busi ness destination,
or between hone and the transportation



(4)

(5)

(6)

(c)

jurors:

(1)

(2)

termnal, is approved by the departnent
head or any one of the departnent head's
aut hori zed representatives, and occurs
ot her than during the enpl oyee's or
official's normal working hours. |If the
travel occurs on the enployee's or
official's normal working day at a tine
the enpl oyee or official usually
comutes to or fromwork, such m |l eage
rei nbursenent is allowed only for mles
that are in addition to the usual
commuting trip. |If such travel is due
to overtinme work, such ml eage
rei nbursenent is allowed only for mles
that are in addition to one roundtrip
bet ween honme and the regul ar place of
busi ness.

The m | eage all owance rate for autonobiles

applicable to any officer or enployee for

whomthe rate is not otherw se set by |aw

shall be, for each fiscal year beginning on

July 1, the highest rate lawfully applicable

to any officer or enployee on that date, and

the m| eage all owance rate for notorcycles

shall be one-half of such rate for

aut onobiles. (See 83-10-3 (c)).

To qualify for this all owance, each enpl oyee

or officer is required to carry liability

i nsurance as required by chapter 431, HRS.

State Accounting Form C 33 shall be used to

record and report mleage travel ed on

of ficial business and rel ated parking fees

i ncurred.

M | eage al | owance for enpl oyees serving as

Section 612-8, HRS, prescribes a m|eage
rate for each mle actually and necessarily
traveled in going to court.
Each enpl oyee serving as juror shall state on
oath to the clerk of the court the nunber of
mles traveled for which he is entitled in
rei nbursenent. [Eff 6/01/81; am and conp

] (Auth: HRS 840-13)
(I'nmp: HRS 840- 13}



83-10-14 Exenptions and rulings by the
conptroller. Wen the application of any rule in this
chapter woul d create undue hardship for the enpl oyee or
substantial injury to the interests of the State, the
conptroller may waive any part of the rules contained
herein as is necessary and proper to avoid such
hardship or injury and determ ne the anount of a
reasonabl e and necessary all owance. Any such wai ver by
the conmptroller shall be docunented, and one copy shal
be transmtted to the governor. [Eff 6/01/81;
am and conp ] (Auth: HRS 840-13) (I np:
HRS 8§40- 13)




